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When large numbers of subjects are used in a reseanwch project, the¢ data

v ° »

are frequently-éazlyzcd by computer. Many researchers collect the data, then

trangfer the data to coding sheets bhefore entry into the computer. Record-

ing the data onto the coding sheets can take approximately as long as the

. ) : .
actuaL'data‘cntry and, in addition, introduces another possible source of

o
-

error. In'many instances-it is p0331b1c to Format the %?ta colle ctlon instru-

. .

- - &

‘.ment so ‘that the data can be entered dlrectly from that 1nstrument without
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ohavigg to pse coding sheets. . N
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‘-“'Thgre*aré a.€ériefy of ways in which;instrﬂmenté'tanibc formatted for

L R . - , ® s -

- -~‘-'" 1 -S.l( 5 : » 3, |
Computqf data entry The appearance pf thg 1nstrument may7be vcgy qmporqint

e . ¢ Yo v

% . @

‘1f 1c-i% a ma11 questionnaite to be flllcd out nd retufngd ac»the W111 of*

* o “w
# ¥ . R - re e s A s - ..
A ' K> - . e . "

'the'respdndent “ In that case formatting thg instrum&nk’farndéﬁgiéﬁf}y;is B T
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pfobably of‘s%condary importance, because if’ the qSestronqalres a?b hat rebér‘z¢ © oy
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S tu?ned there*are no , wsdata-+to enter,. _ In orher 1nstancqsﬂ suq“ as phéhe ;0X per r= -

s 4

- sppal Lﬁterview S
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urveys, the appgarance of the 1n§nruﬁbptﬁlskgf Iesse& 1gpor*‘ o
¢ .. F 7 s, N 3

tance. Theapotential distraction ‘of c@rd colump 1n&1cator% dﬁﬂ\¢ERpoﬁséﬂq€§es ;gfﬁ
£ . bt

L4 bd l’! W . ] - i -
have, 11tt1e to do with whether or not the reSpondent Choqses "tqr ansper. the Nt

. * . - . T ey

questions since the interviewer records the responses and the reépondeng’ﬁay .«
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never actually see the instrument. . s .

While there are different ways of formatting the same type of item,‘it ce

may be that one er more ways are preferred by those who actually enter the .0

data. This investigation was undetrtaken to examine the preferences of data ' .
3 Coa - * *
(oo .2 . .
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entry personnel with regard to four situations: mnumeric response items, in+*

. . -

dividual multiple choiéqhitems, multiple choice items in which there are sev- . - ) "

.

)
CN .
eral items with the same response options, and card column indicator place- .

ment. Some of the more common exambfes have been used due to the difficulty

%
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of including all possible examples for each of the four design elements.
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A \ - Lt is acknowledged that these are not the ogly types of items or format con-

{

siderations and that any results obtained pertain only to the type included
j .

>

in this reseatch.

Method

- Subjects ’ ’ \\'

4 .

\I?g subjects were 13 females comprising the Data Entry.staff at a major

eniversity. One individual was the manager, while the other 12 were profes-

,

sional data entry employees. They had been employed in data entr& for Yrom

three to twenty-one years, with three employees having twenty or more years

of experience. The average was 12 years.

.

The Data Enfry office is primarily responsible for- entry of data for .
\ . . .

- administrative purposes at the institutional level. .When time permits, data

+ - ¥
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o o C e
entry assignments from other individyals and groups within the university

3

setting are alsb'aeceptéd. Data can be entered directly from data collection

. . . N A
a . instruments when préperly formatted.-
. . . . ~ _,V - - : »;A v, )
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Instrument LT e . .
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Ease of Entry."A déta‘éollectibn'instrument was designed to determine

- " 3 ] {
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. the ease of entry of variodus types of, format's for numeric response items,

. \
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o individual multiple choice ftems, scts of multiple choice items having
. ( -1 ne

- » . . i .
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th2.same response options, «and card-<olumn indicators. Several format options

2 .
L)

R . T were selecteq_for each of the four areas Being investigated hased 6n a vari-
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ety of actual instruments and examples of instruments fownd in resource and
. . . - . g

-, X

' textbooks. " The numeric response section contained five ‘examples; the indi-
. ~ -

[N

vidual multiple choice-section had ten jitems; the sets of multiple choice

? , ) *




items consisted of eight formatsy and the card column indicator placement

section ircluded four.examples. ra \\

¢

Beside each example, the subject rated the format on the following basis:
1. Very Difficults; 2. Difficult; 3. Not 'Sure; 4. Easy; or 5. Very Easy. The o

subject was directed to consider the ease or difficulty of entering an entire

* 3

~

-

survey or questionnaire formatted like the example.

Preferences and Forced Choice. At the end of each of the fohr‘éections,
. N ™~
“the respondents were asked to identify the example they would most prefer
- . .
from among those presented. In addition, multiple choice questions were in-

cluded at the cnds of three sections in an attempt to pinpoint specific design

i ) r
preferences. . :

. o B . )
* The final Rage of the instrument elicited the number of years of experi-

{

ence“ﬁf the respondent, the most troublesome type of format or survey struc-

r

ture for them to enter, and their opinjons regarding the difficulty of left- -
Y .
hand stapling when card column indicators (and answer blanks) were along the

left-hand side of the page.

ﬁ ' Results .

Numeric

Ease of Entry. For numeric responses, the example showing answér blanks

or Ii?es vertically aligned along the right\side-of the page\(example B) was \
casiest to enter as shown by the highest rating mean (4.33). (See Section
. 1.) This was the only example which was not markedey a single‘rQSpondent

as either Difficult or Very Difficult.

) Preferences, Forced Choice. At the end of that section only four respon-

- 1

. - - . !
dents designated & preference for any numeric response format shown, and each

of those four selected a different format. When forced to consider_ specific




elements in .the formats through the multiple choice items, the largest num-
-~ ‘

bers of data entry personnel preferred lines (n=8), no periods (n=7), and

aligning answers along the right side of the page (n=8).

Individual Multiple Choice . .

—_

Ease of Entry. The individual multiple choice format with the highest

overall mean was cxample B, which showed choices aligned vertically along the
left side of the paper beneath the item, with the answer blank’and answer,

-~

code (in parentheses) to the left of the response option. (Sce Scction 1I.)
Examples B and E (which are identical except fot the use of parentheses) were
rated either Easy or Very Easy by all respondents. The two examples with

the lowest means (examples I“and J) were the only two with a Blank in which
to write the number ;f the answer rather than having the respongent check

beside or circle the answer. . e ¢ !

Preferences, Forced Choice. Only three respondents identified a preferred =

¢

[

exﬁmple‘for Individual Multiple Choice items. Dashes (fill in the code, as

~

in cxamples I and J), dashes (check one) and blocks were necarly equally pre-
ferred on the first forced-choice item at the bottom of the page. Placing

the number beside the answerfand next to the line (example B), and vertical
‘ / - :

. ) ,
listing of answetrs (examples A, B, and E) were preferred by seven of the ecleven
, N .

completing items 2 and 3.

Several Multigie Choice Items

Ease of Entry. When several multiple choice items with the same response

options Were presented, examples A and'B were perceived as being the easiest
to enter as indicated by means of 4.23 and 4.00 respectively. (See Section

. o .
I1I1.) Both have response options presented in columns with the response label

' | . S

at the top of eath column and a 3pecific number code to be circled orwa blanlk

to be checlked. Example F, which had the third highest mean, also has’ the re-
. . / \ »
sponse options in an arrangement similar to columns. . ot
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Column arrangement with answer cues (example H) was seen as most diffi-
h-=d

cult to enter (X = 2.33)., Example C (X = 2.54) was the -only other cxample

“

in the entire instrument With a mean below 3.00. Both H and C placed number )

codes only at the tops of the columns, and in example C there was no structured ,

method of lining up answers with items horizontally.

.
3

Prefercnces. Preferences were expressed for only four of the examples.

Example A was the prefercnce of five respondents, example G (which was ranked

fifth with é}@§an of 3.58) was preferred by four, while example F (ranked

.(;’/ V( N
third) was .preferred by two and example B by one respondent.

\

Card Column Indicator Placement
' »

Ease of Enzry. Card column indicators placed beneath answer blanks (ex-

-

ample C) or to the right of the answer blank along the right side of the page

(example D) were rated easiest to enter (k¢ £ 4.09; Xq = 4.00). (Sec Section
P

\

IV.) “,‘ . -« N

. )
Prefercnces, Forced Choice. When asked to indicate ‘a “preference, respon-

dgnts were fairly evenly divided with, three each citing cxamﬁles B and D,

£

two respondents each preferring A and 6. Individual format elements of plac-

-

ing card column indicators in the right margin (example D) and inditators Mﬂﬁb
beside t?e answer blank (example B and D) were each preferred by over half

of those responding.

General Foxrmat Problems

In response to the questions on the last page of the instrument, respon-
{
dents most frequently cited answers which are scattered on the page as being C
' L]
the md%st troublesome type of format or survey structure for them to enter

(n=4). Also listed as most' troublesome by one respondent each were: when
both sides of the page are used, whed{preceding digits are not included, when

card column indicators are not close to the answer, use of answer blocks]

v
.

and card column indicators with answer on the left. . “

i
AY 4 . )
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Discussion and Conclusions
<

-

A

While the number of squectS was limited, those responding did comprise

the entire group of data entry personnel at a major univeyrsity and were pro-

-

fessionals in the field with yehrs of experience. Their qualifications malke

Y

them eminently qualified to provide the information sought in this study.
Forced choice prefarences supported the case-of-entry ratings for for-
matting numeric reéponse items with the use of lines with no periods (for

dollar amounts) that are verticélly aligned along the right side of the page.

o

i ~ s
There was‘’some consistemty but also some inconsistency yegharding, individual

-
a

. N .
multiple choice item formats. The format rated casiesgt aléo eontained pre- *
. | \ ) ) *
ferred elements &f dashes to be checked, numbers beside the ‘answer options,
s ™ .' h \. ° o
~and vertical listing of answer options. However, the response format of dashes

with the number code of the answer to be written in was preferred by the largest

number of fespondents although the two examples (I and J) which used this for-

<

mat were tied in‘the rankings as the most difficult. PW®Nacement of the number

I

code following the item, use of paréntﬁeses, and circling the answer from
1 -/

single individual cach and are

a horizontal listing were preferréd by only a

-

probably best avoided if poésible: ’ -

—— - /’
For a group of multiple choice items with /the same response options, the

most preferred format and also the easiest one to enter utilized answer codes

~
o

to be circled which are arranged in columns with each column appropriately
4 ” .
rd
labeled with the response option. Both of the highest ranked g&oup multiple
* ¥

Pl *

choice formats (A and- B) can eaéily/be adapted to the right-side alignment

of card cblumn indicators which was preferred 'in the section on indicator

.

placement, Respondents did not like vertical listing of responses when there
I Ao .
were several items with the same response options. Thé three examples that
FERS
6 )



-

4

were ranked ;;\&ost difficult (H, C, and E) were preféfred by none of the
respondents and, again, shou}d probably be avoided.

While example C for card column indicator placem‘it was rated easiest
to enter, the individual elements in that example of having card column indi-

s - cators embedded in the instrument (not aligned) and beneath the rgsponses

»~

were preferred by only one or two individugls: The preferences for individ-

ual design elements relating to card column indicator placement were for in-

- . »
’

' ~

dicators to be placed in the right margin and beside the answer blank, both
of which are illustrated in example D whose mean on ease of entry was very close
to that of the first-ranked format. It is possible that in example C, the pref-

erence was for indicators beneath the answer blanks because the answer blanks

B

were not consistently placed on the page. \ )
: In* summarxy, the instrument format preferred by the data entry personnel
would include: dashes or blanks with no embeded periods (contindous lines)

for numeric oY dollar amounts; vertical listing of response options for in-
A

dividual multiple choice items with a blank beside each option to be checked

and the card column indicators placed in the.margin; columnar listing of nu-
v

meric codes to be circled and response labels at the heads of the columns r

for multiple choice items in which there are several ité;s with the same re-
4
~ . \ ‘- ~
Sp%nse options; and tard column indicators placed in the right margin. In-

dividual design elements preferred must be blended into an overall instrument

(

design that utilizes comsistency in both the format for responses and in place-
i v

ment of card column indicators.

‘This study, is l'imited in that 6n1y brief examﬁles of different type§-
. ]

-
-

of formats were used rather than complete instruments. If respondents had

4

1% * .
had complete instruments representing various ways of formatting, their responses

might have differed from those expressed in this study. The use of complete

&




.

~
instruments was considered but abandoned because of the length of time involved

on the pért of the respondents. It is also possible that although the respon-
Y B ,

dents expressed a preference for a particular type of format, there might have
( .
been others more preferable which were not included among the choices.
t .
This study did not attempt to determinec the relationships between for-

-

mat' preference, speed, and accuracy of entry.> Respondent preference for

a format does not jnsure that that is the format which would provide for fast-

» -

. est or most accurate entry. In terms of cost effectiveness, these questions

also need to be answered. In any instrument, a balance must be found between
- ¥
. »
processing considerations and those affecting the confidence that can be placed

in the accuracy of responses due to clarity of format and the return rate.
/',
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SECEION I
h i NUMERIC RESPONSES
‘ Ease of Entry
(9]
et e u)
Folrvl o P S A
. 23 A =2 4 3 I
A.  low much does your household spend per week for food? § B . 1 2 3 4 5
How much does your household spend per week for gasoline/travel? § - 9 -
. (1) (©) (2) (8 (1) 3.67 13
Hov much does your household spend per week for entertainment? $ /
. /" ° [
.. B How much does your h9usehold spend per week for food? $ 1 2 3 4 )
\u h does your household d k fo line/t i
ow muc oe yout: household spend per wes or gaso ne/travel? $ © O M (6) O] 4.33 1
flow much does your household spend per week for entertaigment?
c. How much does your household spend per week for food? S e 1 2 3 4 S
How much does your household spend per week for gasoline/travel? S e ) ) M. ) @] 3.92 2
How much does your household spend per week for entertainment? S
[ L]
. s P
* D How much does your household spend per week for food? $[:]DI:] | [:] 1 2 3 4 5 .
How much does your household spend per week for gagsoline/travel? SDD D . D D ' | 2y (3) 2) @) | 3.08 5
’ ; ( .
e T 1 ‘ :
How much does your household spend per week for entertainment? SDD D N u D
E. How much does your household spend per week for food? : )
$ 3 1 2 3 4 )
Hov much does your household spend per week for gaso‘line/travel? ‘
(1) (1) (1) (9) (0), 3.50 4
L4 $
, How mmch doe:?pur household spend per week for entertl'linment?
$ i .
-
" . b T
. Which do you prefer? o A, 1; B, 1; C, 1; D, 1 .
" -
Do you prefer: (check one in each group) *
1. 8 Lines 2. _5 Period (__. ) 3.« 4 Answer at end of quegtion
_1 Dashes 7__No Periad ( ) - 8 _Answer along right side.of page
3 Blocks 0  Answer beneagh item, to left side
of page
‘o ~
$xd

O
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SEGTION I1I 2o y o~
S T Reepoy # MULTIPLE (HOICE o a5 &
- §§E§3‘ U .IEUIdJJXBLE; e 5 a P > é
| S e s N be -
. 308 2 a4 2|8 4
A. Age: (check one) 18-29 1 1 1 2 3 4 S
. 30-49 |
- 50 years and older 1 3 0) (1) 2y () (2 |3.83 6
. “ 4 )
B. Age: (check one) - 1 2 3 4 5
(1) 18-29
(2) 30-49 i , -
(3) 50 years and older 0 (0 () (9) (3)14.25 1
]
-
C. Age; (check one) 1 2 ) 4 5
103 18-29 2 7 30-49 3 ] 50 years and older Q) ) a) (0 (] 3.75 1.5
(tie)
D. Age: (check one) 1 2 3 4 5
(1) 18-29 (2) 30-49 (3) 50 years and older © 0 (1) B 3H|a.17 2
E. Age: {check one) 1, 2 3 4 5
1. 18-29
2. 30-49 ‘
, 3. 50 years and older. 0) () (O)N(ll) (1) L.OB(Cie)
F. Age: l(che;k one) 1 2 3 4 S *
18-29 (1) L4
30-49 (2) . (1) 1)y (€)Y (B) «(2)) 3.75 /.5
50 years and older (3) N Eie
£
G. Age: (check one) 18-29 C )y, 1 Nt”é 3 4 5 d
! 30-49 ( ) 2 . .
50 years and older « ) 0) (1) (1) (6) ()| 4.08 &
. (tie
" .
H, Age: (circle one) 1 2 3‘ 4 3
1. 18—29 2. 30‘49 3. 50 years and older (0) (1) ‘ (0) (8) (3) 4 .08 4
‘ (tie
I. Agef (from list below) - 1 2 3 % S
1. 18-29 .
2. .30-49 M) (@ 0 6) (3] 3.67
3. 50 year® and older ( ). ) (3) (Zii
J. Age (from list below) . 1 2 3 4 5
1. 18-29 T _
g' g8-49 4 o1 1 @ @ 6 (M 367 9.5
. years and older < (tie
Which of the exgmples above do you prefer? B, ; G, 1; J, 1. '
Do you prefer: (check one in each group) . \
1. ) Dashes (check one) 2. 3 Number on other side of block/line (Ex. A)

\

3 Blocks

l Circle the answer

1 Parenthesis

4 Dash (f1ll in the number (I or J)

7

Number beside the answer, next to line (Ex.
1

Number after the item (Ex. F)

3. _4 Horizontal list of answers (C. D, H.)

10 N
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- N N ITT. SEVERAL MULTIPLE CHOICE ITEMS WITH SAME RESPONSE OPTIONS. N e
- ) ;- .
. . Ease ot Enfry L
DY reany - 1,"'5,'“2““ - )\T‘
pES? SL';» ] ‘H‘,QL:’EAM‘ , 3 3 ‘L;: ;l,g
: - : I Y
\ . Bae o o e >
@ P bt - - e
£ a o P 1) > x 3
. Very . T *
Al Circle onq/ Cood Good Fair Poor v . 1 2 3 4 5 v
1 . Organization and planning 1 2 k] 4 (0). ay () ?( ) & ‘
o - R 1) (0 7 (5) 14.23. 13
> Communicat{on > 1 2" 3 4 . )
[ S ' © : Erg
Qbality of presentations 1 2 3 4 . . |
- . . i -
L3 ' . ” .
E3
/ ‘ . ¥ 1 . . -
Jvery 3 . . .0 &
B. - Good Good Fair Poor i .
Check one: 2 1 2 3 4 5
.,’«ﬁ MY ’ " @ (9 (4) . ’ .
o ﬂ/ ' Organization and planning (0), (0) “(1) (11) (1) 4.00” 2
- ) » .
Communication . !
! Quality of presentations !
Very ¢ -
Good Good Fair Poor ’ .
c. Check one: (1) (2) (3) (4) 1 2 3 4 5
Organization and planning . 2) 6y 3 (3 (0] 2.54
‘ Con{mur’dcation ‘ ¥
v Quality of presentations
D. Check one: 1 2 3 4 5
Organizat{on and planning Very good |, (1) !
Good . g (2) (l: (2) (1) «(6) () 3.62 4
Fair 3
. Poor J
Communication Very good T oo
- Good % (2)
Fair , &))
Poor a0 @)
Quality of presentations Very good C31 )
Good T (2)
. Fair L} ()
Poar U B A R \
. : \ ~
& | S
= =
1 Very good 1 2 3 4 5
Circle one: . 2 Good .
3 Fatr
4 Poor (1y (&) (o) (5 (M} 3.38 6
Organization and planning 1 2 3 4
. Communication 1 2 3 4 ’
Vs
Quality of presentations 1 2 k) 4 - .
~
L
o 11
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2 I ~N -
- -Q{U (Continued) '
N S ” % Ease of Entry
i e e K
- “ ‘ 3032 @
» b4 - ,U o 3 Lg
v ~t c— Wy
-Ya'ar'_ ! g; ::“': s 33\ L>: 'Jc‘
o > 0 a ;9 hﬂ; :1’ ; "’g
~ W; - e .
p vy - 4 - 1 2 3 4 S
- Check oge:
é& Orgnnizntion and planning ’ f(O) 2y (M 9y Wux}73.75 3.
- b N N
!{“. J1. Very godd () 2. Goqd () 3. Fair () 4. Poor -
) :&&‘ “ ;C g nication
2 = ¥1N R .
5 Very good I ) 2. Good () 3. Fair () 4. Poor (
\i n - Y
N . ,
Qualicy of presentations
1 ‘
N\
- () 1. 6ery good € ) 2. Good () 3. Fatr () 4. Poor s
A - :
~ » ° -
G. t& ' 11 2 B 4 S
Check one: 1% s,
".
Organization and planning . ,(1) (2) (0 (7) (2)]3.58 5
1. Very good
2. Good ~ .
_ 3. Fair N 5 ) 5
) 4. Poor A
) -«
Conmunication .
1. Very good
2. Good
3. Fair
4. Poor
Quality of presentations
1. Very good 3
2. Good !
3. Fair
- 4. Poor . * 4
-
N - s ~ .
\s—/{
S
. 1 2 3 4 5
H. Very .
Good Good Fair Poor X 3
1 (@ (3) (4) (2) (7} (0 3) ()] 2.33 8
Circle one: )
Organization and planning VG 7 G | 4 P
y
Communication : VG G F P !
Quality of presentations VG G F p h N
g .
b 1: F, 2; G, 4 Y )
Which do you prefer? A, 5; B, 1; F, 2; G,
. 4
EAT R
BESTEQ Y[mné.‘ABLE
o -
- - o 12 14

A%

ERIC

Aruitoxt provided by Eic:
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SECTION 1v

I/, PLACEMENT OF  CARD COLUMN INDICATORS .

. . Fase of Fntrx
- . g } T e e _,_._1
. - Y » a as [ > ~
- T i1 4 : 305 8" wh
\ 7 o @ 3 )
N - o~ [ > P .
@ e U [ Fe) [y |9 S
‘ } v - o P O — o
>a n = 12 > x @
g
4 *
. What did you do during Summer vacation? (Mark as many as apply to you) 1 2 3 4 S
. .
* rested/traveled (cel) L s ) S
worked at another job. (ce2) N " (V) = (3) (1) (&) (O 3.09 4
taught summer school (ced) ) .
took courses (ccd) e ' -
none of the above (ce5) . 1
Jf you vere employed in another job, how many hours did you woré per week? (cc6-7) :
LY
\ [ 4
3. What did you do during summer vacation? (Mark as many as apply to you) 1ot 2 ] Q 4 5 ;
-(eel) ., rested/traveled bl )
(cc2) worked at another job ) . ; @M. 3 (@ () _(3) 3.45 3
(ccd) taught sugper school Y, o " A
(cc4) took courses . Y >
) (ccS) none of the above va ’ i
If you were employed in another job, how many hours did you work per week?
(ce6-7) . i
L4
®
. - . b ! . N
WYhat did you de during summer vacation? (Mark as maty as apply to you) N 2 3 4 5
9 rested/traveled . £ "
(ccl) * 0) (L) (0 (7)) ()] 4.09 1
worked at another job ) -
(cel) 7
taught summer school -
i r (CCB) //
" took courses (
\ (ccé) i
none of the above -
(ce5) " !
1f you were cmployed in another job, how many hours did youiwork -per week? .
(cc6-7) &
~ .
D.  What did you do during summer vacation? (Mark as many as apply to you) 1 2 3 4 5
rested/traveled (ccl) y '
worked at angther job _ (cc2) ‘0)_ 1) @ ) W 6'00 ?
taught summer school (cc3) '
took courses (ccd)
. none of the above (cc5)
If you were employed in another job, how many hours did you work per week? -
) (cc6~7) '
14
= — *
vhich of the examples do you prefer? ' A, 2,8, 3;cC, 2; D, 3 \
<10 you prefe;: (check one in each group) /‘
L 2 _cc 1n left margin (Ex. B) 2. 7 cc beside answer blank (Ex. L, D) N
7 cc 1in right margin (Ex. D) - 4 __cc beside response (Ex. A) o
. 2 _cc embedded in questionnaire (Ex. A,C) 1- cc beneath response (Ex. C) .
o > 13 ) _-

15



